
Writing Bank

Formal letters

B5 O:trord Hoad 
-Wdte 

Your addross
, on s€parate lines inul'e'€nnam the ro| right-hand

GL6O 4qZ comer. Do not utrite
your name.

4ü¡ Au€ust 19-

Write th€ name and Tbe Mar¡aÉler Wr¡te lhe date below

199i!119f^tl3^::-- eoldspax omc€ Equtpmenü vour address'
person or company
you are writing to on 64 old Ma¡ket
the left-hands¡de, Ma.lve¡n
Detow Ine oare.

WRIAEPO

Wr¡te Dear .. . next to-De&r Sir or Mad8,In,
the lett-hand margin,
lollowed by a I r€oenuy o¡d€red a fllln$ cabtnet from your compan¡r
comma' 

a.nd I aÍi wrltlng to say that I am not sausfred wltxr tho

one whlch hes Juat be6n delivere¿

1b.6ra are agvaral rsasons for this. In ttl6 flrst place, Use separate

the cab¡net ls gr€Jr in oolour rather tham eeam ¿s I :H;l?tlfi;:'"r"
ordered- Secondly, th6 lock do68n't work. ftrlrdly, t¡¡e"e *t¡ting
ls a larg€ deni on tlro bop, whlch was probably oaua€d - glve deta¡ls or

á'tng crerivsrf,¡ xtra inÍormat¡on

- conclude Your

I must a,8k you to ¡eplec€ the ñling cebtnot with on" leftér

whlch ls tJ!€ cor?ocü coiour afrd in Perfect condition' I
wouldb€ gfeteful lfyou wol¡]d telephone mo on

End $rilh yours 06848 ?e1599 as soort as possible in ordor to ma¡<e tl.e

faithtully, ü you nooessaty arra,ngem€nts.
began with Dear Sf .-
ot Deat Medam. End - Yours fanhiüy,
wilh Yours slncerel¡
if you beganwith a ,l t,- ,/narne' /(au/ >'*t{t

/

Printyour nams 

-IIAZEL 
SMITH (Ms)

c'learly atter your
signature.


